
EFExcrrvE mm: Octcber 23, 1980 

REsAsrm IxrEs: July 1:. 1985 

ktJWECT: Procedures for Dismissals, Suspensiorrs and Disciplinary Demtim 
kticm 

1. Purpose: 

lb2 plrposeof this directive Fa tosetforth themndatoryproc+res 
to be followed w al.1 City wrtmnts in the processing of 
dismissals, =spensi-, and ckmtims of classified civil service 
enployees. This directive also applies to dismissals under section 
2(j) of RMe XVII of the Mmicipal Civil Service Rules relatiq to 
unauthorized akences for a period of W (2) working days. 
Procedures qqlicable tothedismissalofprobationaryerrployeesare 
set forth in Mministrati~ Directive 4.56, Subject: Probationary 
-PloyeeS* 

2. Reqxnsibility: 

- It is the responsibility of each department head to insure that these 
proceduqs are till&. It is also the responsibility of ea& kk- 
partmmt head to inform errployees oft+eir appeal rights in the event 
of disciplinary actim. 

-- me PersoMelDepamIEntshallbe responsible for insuring that each 
classified arployee .is given a hearing &fore the Wnicipal Civil 
Service Czmnissicn then such is requested in writing. 
appealing 

m1oyecS 
dismissals, su~im or demtions rtust met the 

requirements set out in Rule XVII, Section 3. Right of -1, 
Municipal Civil Service Rules of the City of San Antonio. 

3. Procedures: 

Dismissals: 

- When a department head atermines that dismissal action should be 
initiated, thedepartmentheadwill suhnitawrittmmrandimto the 
-al Department~estingthataNaticeofP~Te~tionbe 
prepared. Aeopy of the mmrandumwillalsobe sent to the Assistant 
City Manager in the Office of the City Manager to whan the involved 
departrrrent repom. The .-randm nust 
provisions of I@le NII, 

mtain the specific 
Sectim 2 of the Mmicipal Civil Service 

Rules that have ken violated and the circumstances 
violation which wppoti 

smrcunding that 
the requested dismissal action. Ihe 

departmentwillsuhnita.l1 informtim and 
incident to the Legal wt, 

bxnnentationregardingthe 
as well as any depamtal 

persmnelfol$krmGntainedm the arployee. In emergency cases*ere 
imnediate action is required, 
will suffice, 

averbalrequesttotheLfzga1 Department 
provided that a written mrandum as required above 

shall b2 
thereafter. 

suhnitted, to the Legal Departmznt as soon as possible 
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-- The hgal DePartmmt will then Prep-ire a Wtice of Proposed 
Termination hich will be sent to t?m requesting dqartmnt head for 
siqnature. lhe department shall then be responsible f&serving the 
Notice of ProposedTermination cn the ertployee. 'the department will 
insure that the gcplgyee ackmmledges receipt of the Notioe of 

I EVopsed Tenninatim and that the pzscm serving the Noeice m the 
employee signs as awitness. If the employee refuses to sign the 
Noticeof PrapasedTeminatim, thewitnesswil.lindicate such fact m 
the Notice. A Notice of Proposed Termhath &es rnt terminate an 
enpLyee: therefore, the qloyee re!smhs 
cirw 

m the job unless 
require that the arplqeebeplaced<11Mhini8tratiw~ 

Leave with Pay, such as fighting oc other disruptive behavior if 
allwed to ramin ax the job. Departmentheadapfxomlisrequired 
for Ahinistrative Leave With Pay. 

me An arployee willhawz five (5) working days frm the dateof receipt 
of a Notice of ProposedTermina tion 
thaepartnwtheaa. 

ti.%uhnit a written Me to 

A. If an errpoyee subnits a written 
(5) worki b9 
PmV&sd k 

thy per&& 
respmse2within ths five 

the &partmntwill review the 
nnination in light of the written respcmse. 

ansideration of the written 
departmzntshalllmtify the Ugal 

response, the 

its *te rminatich 
Department in writiq of 

to issue aNotice of Final Termination 
or of its decision to take other than terminatim action 
as a result of the written res-e of the employee. The . 
departmmt shall be responsible for insuring that a 
written response is Provided to the eqloyee within five 
(5) workirqchys of receipt of the enplqee's response. 

B. If tie e@.oyee &es mt suhn$tawritten respcxrsewithin 
the five (5) w&ing day period, the depart will so 
notify the Legal Departmznt hhich will then prepare a 
Notice of Final lhminaticm. 

C. Departmentheads shallmt amsider respmses that are mt 
-tiHE1y suwtted, 

good cause as 
unless the resve itself discloses 

subnitted. 
to *y the respa-bse was mt tinkzly 

Th-8 ckpubmmt hsad's dete rmination as to 
*eher good <=ause exists shall be final. In cases mere 
the departmnt head decides to axsider an untimely 
resPonseI or in cases where mnsideratim of the respmse 
and a response to the fzqloyee requires mre than five (5) 
working days, the department head shall mtify the 
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arployee in writing prior to the expiration of the five 
waking day period that additicnal time is required to 
adequately omsider the'response and state the date that 

depxtmnt head shall give a final written decision to 
th enplqee. 

The Legal. Deprtmnt shall thereafter prepare-the Nqtice Of F5ml 
Termhationti&wilbe senttothe 

4 
~tbadfbrsignature 

andthenfjo- the~loyee~latimsDivisionofthePersomel 
Depam for tseD?ic% al the arployee. An errployee then haa ten (10) 
days, rmt includirrg smdays and legal holidays, after receipt of the 
NoticeofFinalTerminationin~chtoappeal~lhertenainatianto 
the l4micipalCitilSemiceChmhsion hacco~withSecti0n 3of 
Rule WI of the hmicipal CivilServiceRules. (kestiam Oarcerning 
appeal procedures should be referred to the hployee blations 
Divisicrr of ths Persamel Departmerrt. _ 

Dqartmnt heads and the Legal Departmnt shall be mtified & 
Perscfmelwhenan errployee appeals tiahearirq is -led. 

At the ccnclusim of exh hearing, the Qxnnission, will within 
twenty-four (24) wrking hours, s&nit its reocmnendaticn to thecity 
Manager ehnwgh the individual in the Office of the City Manager to 
whun the involved department reports. A o=rpy of the Cbmhsim's 
reoammdatimwillalsobe delivered to the inv01ved~tHead. 

~theeventan~loyceresigns'afterreceiptofaNoticeofP~ed 
Termination, W dzpartnmt shall insert the following statement in 
the I.aq Term Leave Notice: 
Noticeof 

"l&signed after receipt of attached 
Pmposed Terminatim". me department shalltransmita~ 

of the S.aq Term Leave Notice and the Notice of PmposedTemination 
to the mloyee Relations Divisim of the Per 
filing in the eqloyee's pernvanent 

sonnelDepammtfor 
personnel file. 

-. 
Dismissals for Utmuthorized absences of lLm Wrk Days: 

In &es incrDlving te mhations 
fran wrk for a period of wo 

of errployees for unauthorized absence 
amsecutive wrk days as provided for 

under section 2(j) of lUle XVII of the Mmicipal Civil Service Rules, 
the same procedures mtlined above fbr dismissals shailb follwed. 
Hckfever, the anployee shall be placed 01 a tive Without Pay status 
while the dismissal request is beingprocessed. Calling towork by an 
employee after a ~MJ amxcutive work day unauthorized absence shall 
not result in a revocation of any te rmimtim action undertaken by 
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the department, and the txm.im tiar actim ehall proceed to a finxl 
decisiarby the departmwthead. 

- The Employee Relations Division of the Per soMe1Depmnents?Iallbe 
responsible for sending the Notice of Propeed Termination and the 
Notice of FinalTeminatim totheerployeebycertifiedmail.. 

Suspensions: 
f 

-- The Departrrrent Head has the authority to suspend employees m&r 
his/her jurisdicti~ inacoordano3with iUle XVlCIof thet4micipa.l 
Civil Service Rules. 

-- There will be instances wheresanedarbtmxyexistasto*etheror 
not a suspension is justified. Intheseins~,the~t 
Head my amtact the Iqal Dqartmnt for an c&-&n. Allpertirierk 
material and &cxxnmtatim relating to the incident &ould be 
furnished to the Legal Departmnt along with the request for the 
opinion. The Legal Department will render ah *inion as soon as 
possible after receipe of the request. 

If ah employee is given a suspension, theappalprocedureandtime 
limits mxst be Qped 01 the face of the Notice of Suspension. 
Exanple: wYou klve ten (10) days, rmt including suhdays and legal 
holidays, after receipt of this suspm&on, in which to appeal this 
suspensicc to the Wnicipal Civil Service Ckxmxissim. Ihe office of 
theQTmission is locatedon theWFlcorof Plaza deArmae in the 
Rrplqee Fklatiars Division of the Persumel Dqarfmmt.- The 
enployee rmst sign and date the "Nxice of Susperrsion, Leave, or 
Termination." In the eventan f3ployee refuses tosigntheNoticeof 
Suspension, this should be indicated m the Notice of Suspension and 
witnessed by a third individual with signature anddate. The ten day 
appeal paricd begins the day following the date the ~tployee signed 
the suspensim. 

-- The sam policies regarding hearings and Ccmnissim reammmdatims 
willamly to suspensims as stated akom far dismissals. 

Demtions: 

-- If a Departmnt Head feels that the &r&ion of a permnent errployee 
is rkzcessary for disciplinary reasons, the lkpartmzrtt Head wiL1 

- 
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contact the Legal Dqartmmt by written nasrorandum. lhisrrprrprandm 
nust attain the specific reascns for the z-=nmaM demtion. All 
pertinent mterial arxl Qcmsmzntatim will be suhnitted with the 
marorandum. 

-- Upm receipt of a request for dfzmtim action, the Legal mnt 
will review all informtim and advise the Departmznt Wad, ' 
writing, if the actim is justified. The fiml decision will resU: 
with theIkpartJnentHead. If the-ion actianis deenkzdmcessary, 
the Legal Jkpartmnt will inmediately prepare a letter of -ion. 
This letter will be delivered to the vloyee by the Departnmt Head 
or cksignated representative. Jifterthe erployeehqsbeenserved,the 
origiml of the letter of himtim (baring the errployee's signature 
and date of receipt) mst be delivered to theMmicipalCivilService 
Cumissim (Eh#ayee Rzlaticns Division of the Persmnel Dqartmnt, 
Secmd Floor, Plaza de Arms). 

-- Ehployees also bve ten (10) days, r0t includi.ng Sundays and legal 
holidays, inwh.i& toa- a demticm for disciplinary reascns. 

a- . The sam policies mgardmg 
will apply 

karings and Qnmission mxxmmdaticns 
to kmtions as 

suspensions. 
stated akuve for dismissals and 

- 

Director of Per 


